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Getting Started 

 

 

 
 Log in to new CFX system and update your email address under Your Profile 
 ** Must be completed by May 30th ** 

 
 On or near June 4th, watch for email from CFX regarding your Temporary Password 

 
 Log in to new CFX system with your temporary password, Answer Challenge Questions and 

Create New Password of choice for your account. If you did not receive the temporary 
password email, please contact CaseFileXpress at 877-433-4533. 
 

 Update Your Profile with Credit Card Number for individuals. Firm Managers enter credit 
card for each office through management system. CFX will update accountholders. 

 
 Log in to legacy CFX system with old password to access filings until further notice 

 
 If needed, Delegates can be added/removed by Firm Manager or CFX Customer Support 

PLEASE REMEMBER: 
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Getting Started 

 

 

 The court fee list is provided by the clerk’s office. 
 
 Payment is not processed for rejected filings. 
 
 If the clerk rejects your filing, please correct based on the clerk’s 

comments and resubmit immediately. 
 
 The service list is created by our users. Always confirm it is correct 

before submitting your filing. 
 

 The application is best viewed on IE 6+ for PC. Performance of the 
application cannot be guaranteed with other browsers and operating 
systems, such as Safari for Macintosh. 
 

EFILING REMINDERS: 
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Assigning Delegates 

 

 

 PLEASE NOTE: 
 

 
 

 June 1st launch will not allow attorneys to assign 
delegates from the Dashboard – Account Settings 
link. 
 

 In the interim, the CFX help desk and firm 
managers can make delegate assignments 
through the management system until this 
functionality is incorporated. 
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View/Update Profile 
FILER 
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Change Password 
FILER 
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Change Payment Info. 
FILER 
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Leave Firm 
FILER 
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MY DASHBOARD 
- Notifications 
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MY DASHBOARD 
- Drafts 
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MY DASHBOARD 
- Cases 
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MY DASHBOARD 
Symbols 

 

 

 
  Yellow Exclamation Mark - Filing was submitted to the court and is  
  awaiting review by the Court Clerk 
 
 
  Green Check Mark - Filing was accepted by the Court Clerk 
 
 
  Red Exclamation Mark – Filing was rejected by the Court Clerk. You  
  must correct  and resubmit your filing; payment is not processed 
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MY DASHBOARD 
Submit New Filing / Account 
Settings / Links / Reports 

 

 

 



© 2012 CaseFileXpress 

MY DASHBOARD 
Case Details 
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MY DASHBOARD 
View All Cases 
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MY DASHBOARD 
View All Cases 
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Submit a Filing 
Step 1 – Filing Information 
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Submit a Filing 
Step 2 – Upload Documents 
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Submit a Filing 
Step 2 – Upload Documents 
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Submit a Filing 
Step 2 – Upload Documents 
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Submit a Filing 
Step 3 – Service & Fees 
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Submit a Filing 
Step 4 – Confirm & Submit 
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eFiling Acknowledgement 
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eFiling Confirmation 
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eFiling Rejection 
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eService of eFiling 
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Discovery eService 
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Proof of Electronic 
Service 
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Failed eService 
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Successful Fax Service 
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Failed Fax Service 
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eService Email 

 

 



© 2012 CaseFileXpress 

Password Request 
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Removal Request 
USER ID 
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Removal Request 
MANAGER ID 
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Registration 
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CFX Registration 
- Filer Details 
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CFX Registration 
- Firm Details 
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CFX Registration 
- Delegate Selection 
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CFX Registration 
- User ID and Password 
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Contact Us 

 

 

 
  Toll Free – 877-433-4533   or   877-I-eFiled 
 (24x7 phone support) 

 
  LiveChat 
 (during business hours 8am – 6pm ET) 

 
  info@cfxpress.com   
 (during business hours 8am – 6pm ET) 

 
  www.casefilexpress.com 



Thank You 
www.casefilexpress.com 
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